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A COURSE IN

DATABASE INFORMATION PROCESSING FOR BUSINESS TEACHERS

(Abstract)
James C. Bess

Statement of the Problem

Reports of an instructional nature are made daily by
business instructors to administrators, principals, parents, and
others as required by law. This course, therefore, offers the
development of a database information process that would allow

the business teacher to use a database as a tool to improve
reporting skills, attain a higher level of accuracy, and save
time.

Procedure

DATABASE INFORMATION PROCESSING has been designed to assist

the business teacher in the high schools in the Colton Unified
School District to be able to provide a more current and accurate

report of student progress to administration or those requesting
such knowledge.

Description of the Curriculum

The training will consist of a syllabus, a course outline,
and lesson plans.
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Section I - INTRODUCTION
Statement of the Problem

The Objective

The objective of this project is to develop a course in
database record keeping procedures instruction at the high school
level, entitled "Database Information Processing for Business

Teachers."

It is intended to improve business record-keeping and

to provide a higher level of reporting accuracy.

In addition, it

will also save time and simplify the teacher's job.

Context of the Problem

Because of the growing use and availability of computers in
classrooms from kindergarten through college, business teachers
need to be aware of the usefulness and ease of processing inform

ation.

Additionally, the more time one spends doing paperwork,

which is a large part of an instructor's work load, the greater
the impact the computer can have on one's professional life.
Unfortunately, however, some business education teachers who are

instructing high school students today were not exposed to
computers when they were in school and did not have them avail

able for usage when they were in college.

Thus, they have missed

out on observing the many benefits of using a computer both at
work and in their personal lives.
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Time can be saved during normal working hours with computer
usage.

The hours that are now spent writing reports and complet

ing student records can be spent far more productively.

The

computer and database information processing will provide the
opportunity for business teachers to not only complete student
records more efficiently, but also more accurately.

In addition,

the computer can also decrease the time required for adminis
trators to locate needed data to make better decisions.

Information reporting is an area where the computer has

played a dramatic role in reducing costs and improving productiv
ity.

Using a computer, therefore, the teacher will be able to

generate personal letters to parents, report student progress,

and outline course offerings.
Further, apart from the speed at which computers execute

instructions, two developments in particular have contributed to

the growth in the use of computers especially in the education

field efficient storage of large amounts of data and diminishing
cost.

Today, computers can store huge amounts of information on

magnetic media, and any item of this information can be obtained

in a few milliseconds and displayed or printed for the users.
Therefore, for generations, going through school and in the

future years, the mystique and fear of the computer will not

exist, but the excitement of using its power effectively will
remain (Dean & Whitlock 1989).

The future effect of this

technological advance on educations is noted in a study by
Litchman (1979).
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This study, conducted over a three-year period and sampling the

views of three hundred teachers across the school spectrum,
showed that those teachers with generally positive attitudes
toward the computer, equalling well over 80 percent of the
sample, recognized that changes in social structure would take
place.

Too, many times people think in terms of how to save money

without considering how the use of the computer can also greatly
improve accuracy.

Increased performance can also be derived with

continued use of computerized information systems.

Many dis

tricts, thus, have reported an improvement in records and reports
using this method.

Problem Statement

In the study of business teachers' attitudes to the

introduction of educational computer usage, Johnson (1981) found
that one of the deepest concerns was that of the impact on the

social equilibrium of the classroom.

Teachers were particularly

confused as to their own changing role following this

technological innovation.

Many pioneers in this field argue that

the use of the computer can, and possibly should, influence the
roles of both learner and teacher (Blackler & Oborne 1985).
A significant problem has been to convince nonusers that

computers will enhance and simplify their job.
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Further^ as the demand for information continues to grow, knowing
how to use the computer to retrieve records will become

increasingly more and more important.

Additionally, those

consistently entering data will be able to easily and readily
find required files, including lesson plans, articulation, and

student progress , administrative,
1984).

and grading records (Benton,

Teachers, thus, will need to develop a skill in using the

computer for recording and storing information so that they will
be able to properly record and locate information at a moments
notice.

Within the field of education, the range of variation of

record-keeping that instructors use is massive. It is important

especially as it adds to and helps in the improvement and report
ing of instruction and student progress.

Certification is a

vital part of the instructional process, and accurate reporting
is imperative.

This course of training will allow the user to

process and obtain information quickly with the knowledge that
the product will be sophisticated, accurate, and quick.

Purpose of the Project

The purpose of this tutelage is to provide a one semester
course, entitled Database Information Procedures, for business
teachers at the high school level.

It will provide them with the

necessary skills to improve record keeping and reporting proce
dures.
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Definitions

For the purpose of this class, the following terms will be
defined:

Database

The same type of information about many items.

Data

Facts as numbers or characters.

File

A collection of data on disk.

Field

A unit of information within each record.

Records

A group of related fields of information treated
as a unit.

Software

Instructions the computer uses to process data.

User-Friendly

Minimize the fear of the computer.

Assumptions

It is assumed that use of the proposed course of training
will increase productivity by providing faster information access
and update.

Delimitation

The course will be designed for IBM compatible computers.

Business educators will be the primary users, although the course
knowledge may also be tailored for use by teachers from other
disciplines.
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Limitations

This project is limited to the use of the available

micro-computer database software available to high school
business departments within the Inland Empire .

Further, some

basic knowledge of microcomputer systems and information pro
cessing is required.

Summary of Section I

The introduction section identifies the problem of the

training needed for information processing for business teachers
and proposes a solution to such through instruction.

Stated

assumptions, delimitation, and limitations further help define
the project.

This section, additionally, illustrates how busi

ness education teachers can best serve themselves with the use of

computer technology available today.

Section II - REVIEW OF THE LITERATURE

Introduction

The historical concepts of database systems, including a
computer-assisted instruction and problems facing business, are
included in this course.

A sample survey questionnaire is also

summarized, providing added knowledge and support of this report.

Concepts of Database Systems

Business teachers must understand the capabilities and

limitations of microcomputer systems.

Record keeping has under

gone a major change in the past decade.

Procedures and systems

have changed, and microcomputers have gone through several

generations.

Many business educators received their training

before computers were in widespread use in business and industry.
Even recent graduates in business education are amazed by the
wide applications the computer has found outside the classroom.
Thus business teachers have some catching up to do and will need

to keep up with this rapidly developing technology.

These

teachers must recognize the redefined information-processing
procedures in use. (Muscat & Lorton, 1985).
It is time for educators to make purposeful steps in order
to take advantage of this new flexible set of microcomputer
tools.
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Clark (1985) reported that computers will move from tool to

partners in assisting humans.

Already, 70 percent of U.S. high

schools housing at least one microcomputer increased dramatically
from 1981 to the present.

If there is any doubt as to what the

trends are, the increased number of computers noted in the
classrooms across our land should convince even the most stubborn

person.

The proportion of staff members who are using electronic

machines, too, is expanding yearly by leaps and bounds
(Goldfield, 1986).
Two major activities are involved in running a database
management system. The first is entering data.

process of managing the data.

The second is the

Documentation must be thorough; it

must be easy to use and its information must be organized in such

a way that any subject area is readily accessible.

be written at the user's level.

It must also

A good user friendly system

should not be a mystery, but one that can be controlled and used

to acquire information with confidence and without frustration.

Computers-Assisted Instruction

The computer and database software are used as a tool to

assist in training within this course.

This process is commonly

referred to as "Computer Assisted Instruction."

According to

Kuchinskas (1984), "Well designed computer-assisted instruction

is based upon a number of sound instructional principles"
consisting of;
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1.

students learn more when they approach a task with an
attentive attitude.

2.

Students learn by modeling—The capacity of the
microcomputer to speak, move, and color allows it to
model instruction much more effectively than a
textbook or workbook.

3.

Students learn from each other when they work together.

4.

In peer teaching, both students are learning.
Nolan Estes, coordinator of the Superintendent's

Training Center at the University of Texas stated:

"In the next

two decades, microcomputer technology will revolutionize teaching
and learning similar to the printing press, 500 years ago (Estes,
1983)."

Problems Facing Business

There are two types of problems facing business education:

(1) acquiring resources and (2) enhancing the training.

Both

exist today as society, itself, is in transition between being
non-computerized and moving toward a computerized world.
Although the industrial revolution took generations, it is

unlikely that computerization of our world will take longer than
a few years.

These problem areas begin at the same source and

involve convincing the resource allocators that business
education needs computer resources as much or more than areas

including science, math, and other "college prep" departments.
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Two contributing difficulties of (1) materials are scarce

and (2) teachers are ill-prepared, further, promote these problem
areas (Muscat & Lorton, 1985).

Most schools realize that in-

service training for personnel is imperative and that successful
implementation of a microcomputer program depends upon this
service training being timely and effective.

Piecemeal courses

that provide temporary training without an overall plan will
result in negative feelings and poor use of microcomputers
(Kuchinkos, 1984).
In a sample conducted by Cannings & Polin of 30 selected

Southern California high schools located in Los Angeles, Orange,
and San Bernardino counties that had installed a computer
laboratory or had been Utilizing it for at least two years, users

of mainframe and microcomputers were recorded.

During the winter

and spring of 1985, interviews were conducted of four administra

tors at each site, and each were asked the following questions:
Where are the computers located?

Who has access to them?

What

is the most important use of the computer administratively?
Location was reported in four categories: (1) District

mainframe with terminals; (2) Microcomputer network; (3) Individ
ual microcomputer in administration or scattered throughout the

school; and (4) Indirect access via forms or request to district
for entry into data base.

Access was

reported and listed into

21 categories, office, staff, and administrative users.

The

results confirmed that administration considered attendance as

the most important administratively use of the computer.
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Another similar type survey focusing on area of computer usage

conducted in 1986 by Sylvia Charp (see Appendix C) reveals very
similar results.

Further, between

1981-1987, school computer use grew from

18 percent to 95 percent.
in the public schools.

Now 1.2 to 1.7 million computers are

Computers make it easier to record the

progress and determine the needs of individual students.

As

pressures for accountability rise, more testing and record

keeping are likely even if they do not necessarily contribute to
the learning process itself (Espinosa 1990).
Teacher reaction to Informational Systems may be divided
into several areas First, they acknowledge difficulty to success
fully implementing any instructional change.

Secondly, there is

a negative attitude of many teachers toward a computer-based
innovation. Third, many feel there is a low probability that such
an innovation will provide a meaningful information of value for
classroom decision making. Lastly, Cyberphobia (fear of
computers) is an affliction affecting millions of Americans, and
there is no reason to expect that teachers are excluded from this

group.

Despite some evidence that teachers hold positive

attitudes toward computers, Norris and Lumsen (1984) reported
that teachers range "somewhere between apathetic and hostile in
their attitudes toward computers" and that educators were

"positive toward computers as long as the function of the comput
er is removed from their experiential world of practice".
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Business teachers, therefore, not only can provide computer

training to these teachers, but may also be able to address and
alleviate many of their negative attitudes and fears toward
computer use. Computer knowledge and opportunities for computer

use will then be passed on to aid these educators professionally.

Training of these teachers can be completed without having to
identify and use outside resources.

With their updated computer

knowledge these teachers can also later assist in developing

district-unique software in the future.

Summary of Section II

The review of the literature began with computer introduc
tion showing the need for an information training course followed
by concepts of database systems.

Next included was a look at

computer-assisted instruction and how it assists in providing the

student with a clearer view of the presented knowledge.
Following, two types of problems facing business educators are

mentioned and summarized.
section II.

The conclusion was a summary of
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Section III - METHODOLOGY

Introduction

This section will detail how the proposed course was carried
out.

First, training intentions required for this course design

and the value of database will be outlined.
sample survey questionnaire is given.

Following this, a

Finally, this section will

conclude with a summary.

Course Design

Business teachers need basic operational instruction in the

use of microcomputer and software before entering this course.

Training for beginners is provided at the university, the col
lege, the high school, through adult education, or through a

regional occupational program.

Educators will enter this pro

gram, then, become aware that microcomputers and database are
''user friendly.

Each lesson is designed to provide each teacher with:
A.

An understanding of processing information.

B.

An understanding of how computers and database software

are used in education, business, and industry
applications.

, C.

The various methods used to develop database programs,
and the structure required for information processing.

14

D.

The ability to design personal forms and reports.

Further, Each lesson is designed to fulfill three
educational goals:
A.

For those teachers who desire an introduction to the

computerized record-keeping society and desire an a
"hands-on*' experience as part of their education;
B.

For those teachers who plan to enter or are presently

employed in business education using automated data
processing systems; and,
C.

For those teachers who plan to pursue advanced study in

computerized systems.
Development of personal skill is the key concept of this

course. Each business teacher must know what forms they want to
design, how each type is to be used, and how to use the computer
and software to complete such.

An Instructional Information system is designed primarily to
make the management of instruction more effective.

It may

provide a variety of users, such as school board members, admini
strators, and teachers, with information that will help them make
better instructional management decisions.

It can also link data

on pupil characteristic with pupil performance on tests with

their instructional history and then with student, parent, and
teacher attitudes and opinions.

These data may be combined

in

any number of ways to provide information to decision makers

about how to better manage instructions (Williams & Bank, 1984).
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Instructional Information Systems can contain much of the
data that is now normally stored in different locations in the
school or central office and used only by those concerned about a

specific aspect of instruction.

Examples include data about

student test scores, health records, and career plans.

By making

it possible to analyze multiple data sources, the Instructional
Information System can greatly increase our understanding of
individual students, groups of students, classes, and entire
student bodies.

An article written by Banks & Williams (1985) said that
there are four factors that might predispose schools or districts

to want an Instructional Information System.

The first factor is

the increasing diversity of the student population and the
increasing complexity of the education mission.

Children move

with their families from state to state, from district to dis
trict, and frequently from, school to school within districts.

It

becomes more and more important, therefore, that accurate and
detailed records of instructional progress accompany students so

that their needs can be accommodated in the receiving school .

The second factor contributing to educator's readiness for
an Instructional Information System is the availability of

technology.

More and more areas of society are making use of

computers in business, in entertainment, and in daily life.

We

are becoming comfortable, as a culture, with the microchip.

And

as we do in our daily lives, a computer phobia and resistance to

computerized information systems in the educational enterprise
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are diminishing.
school reform.

A third factor is the public attitude towards

The last-is to expand information among users so

that the computerized information systems that store, retrieve,
and analyze data are to become genuinely useful to what people
may currently understand about information utilization (Patton,
1986).

Business teachers use of microcomputers in the classroom
provides a ready-made tool for the teacher to use not only for
training but also for professional use as well.

This could

become a part of the daily information reporting and recording

routine. Teachers who do not acguire skill in using database
information processing may acguire these skills at any time
through such a course as herein proposed.

The computer system is an important part of any management
system.

All systems do have varying strengths and weaknesses.

A

good management system will get the most from the hardware on

which it is employed.

Just as a database management system must

fit one's needs, a computer system must fit the database systems
needs.

Instruction encompasses an important set of skills.

This

type of instruction is focused on individual students so that

teachers will have an on-going system of determining whether a

particular teaching or management program is effective or whether
changes need to be made.

During inservice training, the activities within

the class

consisted of supplying information or demonstrating a technique
where one-time only feedback from the trainer to the teacher as
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learners was given.

Teachers then were expected to learn, demon

strate their skill, and implement what they had learned on a

regular basis. With operation manuals lost or forgotten, it was
impossible for teachers to remember what they had learned in the
months that followed.
beautifully.

Where this process worked, it worked

Where it failed it failed, miserably.

The

difference between successful and unsuccessful training came down
to a combination of individual abilities (Cannings & Polin 1985)
A requirement for a Computerized Information System led to
the development of such by the Bellflower Unified School District

(1984-1985).

"h comprehensive database is vital to the principal

and the staff that are making administrative and instructional

decisions.

The database should be the basic foundation,

remaining flexible enough to interface with all components of the
system."

How to get people to use Information systems involves: (1)

Information must be tailored to people; (2) Information only has
meaning in terms of particular logic and values; (3) Information
use requires getting the attention of users; (4) Questions are as
important as the answers; (5) Information systems should be

designed to be action-and decision-oriented; (6) Information
system must provide relevant support for existing instructional
system.

Benefits of such a system would result in (1) a reduction of

instructor involvements in a specific course, (2) amendments can
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be Speedily incorporated, (3) easier and more accurate monitoring
of students, and (4) a constant incentive to improve the course.

Survey of Computer and Database experience and usage

The survey, ''Survey of Computer and Database Experience and
Usage", Appendix A, conducted in October, 1990, polled 32 high
school business education departments in the Inland Empire.
Responses were measured and calculated using the Likert Scale,

including: Strongly Agree (SA), Agree (A), Undecided (U),
Disagree (D), and Strongly Disagree (SD).
Tabulated results to the answered questionnaires as received

from these high school business departments follow. A total of
490 responses were made to the 14 question survey.

Question 1: When completing reports, such as

_, I

prefer to use a computer Versus working on the item manually.

SA

A

U

D

SD

22

10

1

2

0

(Reports required were listed as grades, accreditation documents,
lesson plans, newsletters, accounting, and of an administrative
nature.)
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Question 2; I know when and how to utilize the computer and
database software.

SA

A

U

D

SD

15

15

1

2

2

Question 3; I received formal training on the usage of the
computer and database either through a college class or other.

SA

A

U

D

SD

10

11

0

8

6

Question 4: Computer and/or Database training was available to me
when I was in college.

SA

A

U

D

SD

20

4

2

5

4

Question 5: My computer and database training was received from
another source (trade school, conference, seminar, other) other
than through a college course.

SA

A

U

D

SD

9

10

0

6

10

20

Question 6: I enrolled in training on the computer and database
as I was required to for my college degree or position or by my
school district.

SA

A

U

D

SD

8

5

0

7

15

Question 7: Any training I received on the computer and with
database software was for a time period of one semester or less.

SA

A

U

D

SD

10

10

1

7

7

Question 8: My course selection for training of the computer and
database was made from a course catalog.

SA

A

U

D

SD

4

7

5

7

12

Question 9: I have utilized my computer and database training
often in my professional work since completing course work in
these areas.

SA

A

U

D

SD

10

6

4

9

6
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Question 10: The database concepts and computer knowledge and
experience I have obtained have been sufficient to my
professional needs.

SA

A

U

D

SD

8

6

5

10

6

Question 11: I recommend computer and database training for
business educators lacking such knowledge.

SA

A

U

D

SD

24

11

0

0

0

Question 12: I have no formal training, knowledge, or experience
with computers or database and would like to learn the basic

concepts for applied usage in my profession.

SA

A

U

D

SD

2

1

2

12*

18*

(Disagreement is to note that the business educators have some
formal training.)
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Question 13: I would like to perform any daily, mandatory reports

in a faster, easier manner through computer and database usage.

SA

A

U

D

SD

17

12

4

2

0

Question 14: I plan to obtain computer and database training
within the next year.

SA

A

U

D

SD

3

6

12*

6*

8*

(Disagreement is to note that no immediate plans are to obtain
computer and database training whether as an update to field or
new training.)

The conclusion of this targeted population of business

educators using computerized database is that the majority do
prefer to use a computer to complete reports or records, rather

than the manual method. To meet this preference, some formal

and/or other training using the computer/database of one semester
or less has occurred for the majority of polled business
educators.

This training has been largely by personal choice and not

that of a requirement needed for a particular program completion.
For the majority this took place as no computer/database training

23

was available while enrolled in a college program.
This survey, further, revealed that a number equal to the

amount of business educators that do utilize their knowledge on a
computer do not make use of learned data. This may be due to the

fact that a majority believe their current knowledge is not
sufficient to meet professional needs. Thus, all business
educators strongly recommend training in the computer/database
area so as to perform their reports or records in a faster,
easier, manner.

However, although this is clearly stated, a majority of

business education teachers do not plan on obtaining any
computer/database training within the next year. This not only

includes those never having a course in computer/database
training but also those trained for one semester or less.

Siunmary of Section III

The methodology section has reported on the process of

preparing the design and intent of this training.

Reasons for

its concept and the intention of the training to be given were
stated.

A provided survey questionnaire was also incorporated

for support of this given information.
concluded with a summary.

This section has been

APPENDIX A

Survey Questionnaire

COMPUTERIZED BUSINESS EDUCATION
BLOOMINGTON HIGH SCHOOL

10750 Laurel Avenue

Bloomington, CA 92316
(714) 877-3240

SURVEY OF COMPUTER AND DATABASE EXPERIENCE AND USAGE

The following is a survey being utilized to obtain up-to-date
knowledge of computer and database experience and current usage

among high school Business Educators within the Inland Empire.
The survey is, therefore, being sent to Business Department
Chairpersons of high schools located within the Inland Empire.
Your reply is essential to the accurate accumulation of data for
appropriate tabulation of results. Results will be made

available to you upon request at the bottom of this survey form.

This study is being made for the completion of a Masters Project
for California State University, San Bernardino.

Contact Person:

Mr. James Bess - (714) 833-3240

Please circle ONE choice for EACH question below:
(SA) - Strongly Agree
(A) - Agree
( U) - Undecided

( D) - Disagree
(SD) - Strongly Disagree

1.

When completing reports, such as

I prefer

to use a computer versus working on the item manually.
SA

u

SD

I know when and how to utilize the computer and database
software.
SA

SD

I received formal training on the usage of the computer and
database either through a college class or other.
SA

iU

SD

Computer Business Education
Bloomington High School
Survey of Computer and Dated^ase Experience and Usage
Pace 2

4.

Computer and/or Database training was available to itie when I
was in college.
I
I
SA

5.

U

D

SD

My computer and database training was received from another
source (trade school, conference, seminar, other) other than
through a college course.
SA

6.

A

A

U

D

SD

I

I enrolled in training on the computer and database I as I was

required to for my college degree or position or byjmy
school district.
j
SA

7.

A

U

D

SD

Any training I received on the computer and with database

software was for a time period of one semester or l^ss.
SA

8.

U

D

SD

My course selection for training of the computer and
database was made from a course catalog.
SA

9.

A

A

U

D

SD

I have utilized my computer and database training often in
my professional work since completing course work i|n these
areas.

;
SA

A

U

D

SD

!

10.

The database concepts and computer knowledge and experience
I have obtained have been sufficient to my professional
needs.
SA

A

U

D

SD

Computer Business Education
Bloomington High School
Survey of Computer and Database Experience and Usage
Pace 3

11.

I recommend computer and database training for business

educators lacking such knowledge.
SA

12.

A

U

D

SD

I have no formal training, knowledge, or experience with
computers or database and would like to learn the basic

concepts for applied usage in my profession.
SA

13.

U

D

SD

I would like to perform any daily, mandatory reports in a
faster, easier manner through computer and database usage.
SA

14.

A

A

U

D

SD

I plan to obtain computer and database training within the
next year.
SA

A

U

D

SD

Thank you.

Name:

School:

I would like to obtain copy of the tabulated results of this
survey.

YES

NO

High School Business Educators Survey
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Ques.

SA

A

U

D

SD

TOTAL

1

22

10

1

2

0

35

2

15

15

1

2

2

35

3

10

11

0

8

6

35

4

20
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2

5

4
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5

9
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6

10
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6

8

5

0

7
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7
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1

7

7
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8

4

7

5

7

12
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9
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6

4

9

6

35
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8

6

5

10

6

35

11

24

11
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0

35

12

2

1

2

12

18

35

13

17

12

4

2

0

35

14

3

6

12

6

8

35

Total

162

114

37

83

94

490
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APPENDIX B

Computer User Survey

A survey conducted Winter-Spring of 1985 by Cannings and Polin of
30 Southern California High Schools in Los Angeles, Orange, and
San Bernardino.

USER

MAINFRAME

MICRO

Attendance

26

6

Scheduling

24

4

Student Records

22

4

Word Processing

9

7

District Budget

7

1

Grade Reports

7

2

Supply Requisition

7

Inventory

6

School/Home Reporting

4

Teacher Reporting

4

Facility Usage

4

Transcripts

3

Site Budgeting

1

Electronic Mail

1

4

2

Student Activities Budget

9

Student Store Inventory

5

Work Experience

4

Plant Operations

1

School Newsletter

1

Student Store Bookkeeping

5

APPENDIX C

Trends in Using Computers

TRENDS IN USING COMPUTERS

A Survey of personnel using computers in the school conducted in

1986 by Sylvia Charp.
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Statement

The purpose of this project Is to develop a database training for business
education teachers at the high school level. It will show how business education

teachers can fully use the computer and the Database Information Processing
software to save a great deal of time and to Improve their Instruction In the classroom.

Description

This project Is designed as a course In using the Database Information Process

ing system. It should be possible to administer the curriculum In a single semester. It
Is necessary that the students be given hands-on use of computers within this course.
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DATABASE INFORMATION PROCESSING
COURSE CONTENT

COURSE GOALS

The goals of this course will be:

1. To help each student achieve an understanding and competence in entry
level data entry/database information processing.
2. To achieve competence in using a computer and peripheral equipment and
to understand database procedures using forms, billing, accounts, and
payroll.

3. To help each student achieve an understanding of and the ability to use
computers and database at a level above their entry level of competence.
4. To increase their initial performance through by computerized tests, drills,

and information by answering a variety of test-type questions.

STUDENT AND TEACHER OBJECTIVES

All students will be able to describe and discuss general computer terms,
concepts, uses, and issues. In addition, they should be able to operate
"user-friendly" software and exhibit an ability to execute a simple computer database.

The business teachers will be able to Identify, evaluate, and use Instructional
software and documentation. The business teachers shall also be aware of ways to

help other teachers to find human and technical assistance If they wish to pursue
higher levels of computer usage.

COURSE DESCRIPTION

COURSE TITLE

Database Information Processing.

GRADE LEVEL:

Adult.

COURSE LENGTH

One Semester.

PREREQUISITE:

Completion of Introduction To Computer and Database
Training.

DESCRIPTION:

Database and Information Processing Is a one semester
course designed to train the business teacher In advanced
methods of design and use of special forms and reports.

MATERIALS:

MS/DOS Operating system. Database Software, and
Computer.

VI

COURSE OBJECTIVE

The results of student instruction should be:

A. To use the computer in processing information.

B. To identify the basic components of a microcomputer.

0. To use the database information processing software.
D. To encourage teachers to pursue further study.
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SESSION 1: COMPUTER CONCEPTS

THEORY OF OPERATION

Computers are becoming a part of the educational process in every grade level
within each school across America. As there is an element of mystery about them for
many people, questions are raised frequently, such as:" I have so much paper work
to do, how can the computer help me?" The following instructions are an introduction

to information processing and will provide familiarity with the record keeping process
without getting into highly technical details.

A review of basic knowledge of the computer is first required in order to be

certain that the trainee has somewhat of a computer foundation prior to receiving

additional computer training. The basic computer background and skills required that
the trainee be aware of follow below:

The keyboard is used to enter information into the computer. The information
that is entered and the computer's request for the next piece of information or data
are displayed on the video screen. The processor and memory are located in the

center of the machine. The processor executes the program steps for processing of
any data, and the disk storage is the bulk storage unit that holds information. There

are two types of disk storage units used in today's small business computers -- floppy
disk and hard disk units.

The other component to the computer is the printer, which produces the printed
output from the system. Such output would include invoices, checks, reports, and

letters. There are different arrangements for packaging these components.
Sometimes, the processor, memory, and disk storage are all in the same unit. In
other cases, only the processor and memory are included in the computer; and in still
other cases, they are just in the keyboard unit that goes with the computer. These
components are generally referred to as the hardware or the physical computer
equipment that you can touch and feel.

What is not able to be physically touched is the software. Software is a set of

procedures that the computer must follow in performing a specified job. These proce
dures are stored as magnetized signals on the surface of a disk or in the hard disk

unit. The computer software helps one organize and use information with as little

effort on one's part as possible. It will hold many different bits of information about

each item and will allow one to summarize and sort information in any way.

The Processing and Memory

The processor is the heart of the computer; it is the part that does the comput
ing. Everything,(the so-called peripherals), is attached to it for inputting information
needed for processing.

The processor is often referred to as the Central Processing Unit(CPU) or the
"center processor".

This processor consists of several elements. The main elements are: an arithmetic

and logic unit, a control unit, and an internal memory. Memory chips are mounted on
the memory cards inside the computer with each card holding one block of internal

memory. Memory is measured in terms of 1,024 bytes of memory. 1024 is 2 (2 to
the 10th power). The abbreviation k (means kilo 1000). 4k bytes means 4,096 bytes.

The role that each of these elements plays can be best described by using a simple
familiar example:

Suppose that you want to balance your checkbook with your bank statement.

You have the check-book stubs, the bank statement, a hand calculator, a pencil
or pen, and some scratch paper. As a first step, you may decide to be sure
your check book stub balances (those you maintained after you wrote checks
or made deposits). You enter the balance from the end of last month into the

calculator. Then comes some logic. Is the first entry for this month a check (a
withdrawal) or a deposit? From your past experience, you know that you must
subtract the amount of that first item if it is a check, but you must add it to the
balance if it is a deposit. So you compute the new balance and then see if it
agrees with what you had previously written on the check book stub. If it does
agree, you go on to the next item. If not, you check it again and make a

correction if needed before proceeding with the next entry.

This simple example illustrates the elements of the processor. The hand
calculator is the arithmetic unit. Your mind is the logic unit which would compare a
balance just computed with the one previously written on the check stub.

If these two figures agree, it would go ahead to the next entry. If they do not agree, It
would have to figure out why.

Your mind also holds the procedure (the program)

that you are using and determines what is the next step to perform. This process to
look at the next step in the program, determine what action is called for, and initiate
that action is a function of the control unit of the computer.

The internal memory in this example consists of four parts. The first part is the
memory with the hand calculator. The second part is the check stub that you are

using (the other check stubs are equivalent to data stored outside the processor).

The third part is the scratch paper on which you may have written down some figures,
perhaps when things did not check out correctly. The fourth part is your mind, where

you retain the procedure that you are following. Again, this is a simplified example.
There are several other things going on inside a computer that this simple example
cannot effectively illustrate.

Processing information in a Computer

There are a few terms about information in a computer system that should be
explained. Information to be processed is referred to as data. Data will first be

organized into files--your address file, your payroll file, and so on. Each file will consist
of a series of records, such as one record for each student. Each record consists of

a series of fields-name, address, and class, for example. Finally, each field consists
of a series of characters.

Characters are letters of the alphabet, decimal digits, and special characters, such as

the dollar symbol ($) and the percentage symbol (%).
From the standpoint of the user, these four data levels are all that one would
have to deal with. There is one further level, the binary digits, that must be mentioned
as binary digits will come into the discussion from time to time. Each character of

data in a computer is represented by a string of binary digits - 1's and 0's--such as the
following: 100111100. Binary digits can represent only numbers, and that the 1's and
O's ought to be called "bits". For most people, the terms binary digits and "bits" are

used almost interchangeably. In fact, most of today's computers use a string such as
this with eight binary digits to represent one character.

In the mid-1960's, IBM coined the terms "byte" to denote this group of eight
binary digits that represent one character. So the terms "bytes" and "characters" are

essentially synonymous as far as data storage is concerned. Another item to inject is
word length or the number of binary digits that the computer stores in or retrieves

from internal memory as one entity. Most of the popular microcomputers in use today
have 8-bit word lengths, the basic 'chunk' that the computer stores, retrieves, or

transfers at one time. This subject may encounter the argument "Don't buy one of
today's old-fashioned 8-bit computers; the new 16-bit small business computers are
much better".

One final point, the computer stores or retrieves all of the binary digits in one
word (say, eight binary digits) simultaneously; that is, all of the eight binary digits
move in a parallel manner within the computer.
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However,for transmission over a telephone line, the binary digits must be sent one at

a time. Therefore; for a character of data to be retrieved from memory for
transmission, its binary digits must be peeled off one at a time when that character is
to be transmitted over the telephone line.

Data is processed through the operating system. The operating system is a
computer program that is essentially the "mate of the processor". Each program by

itself is almost helpless. It provides the power that one associates with a computer.
Much of what the processor does is caused by the operating system.

A simple example will help to explain an operating system. The example is

concerned with a small computer that is serving Database Information Processing
users. Each user has his/her own computer, reports, and data; no user can work on
the job of another or look at another's data. These restrictions do not have to exist;

they may or may not apply in a real case, but they help with this explanation. All of
the data files are stored on a storage unit within the computer.

A computer program is a detailed step-by-step procedure for doing something.
A project for creating a set of application programs to do a student enrollment

application for example, begins with a study of the statement of what the system
should do written in the user's language.

Until the middle 1960's, most computers were large and costly. They were

developed, manufactured, and sold by well-known companies such as IBM, Unlvac,
Burroughs, NCR, Honeywell, and others. These computers were referred to as "maxi"
or "mainframe" computers.

They are the largest and most powerful of the computers; prices ranged from

approximately $200,000 to several million dollars. In the mid 1960's, Digital Equipment
Corporation developed a small, fairly powerful computer. The term mini-computer was
coined to describe it. A mini-computer is less powerful than a mainframe and is not
capable of handling as much data as a mainframe.

Most of the insides of the computer were found on a chip of silicon about 1/4
inch square. This chip was mounted on a card which was interconnected with other

cards inside the enclosure to form the computer. Originally, the micro-computer chip

was what differentiated the "micro"from the "mini". Now, however, almost all compu
ters, personal business, micro, mini, and mainframe, use micro-computer chips as
components. A micrO'Computer is now considered to be physically somewhat smaller
than a mini-computer. It costs from around $3,000 to $20,000. In 1981, the term

"personal computer" began to be used more often to describe the

micro-computer. A personal computer has really meant a single-user computer; only
one person utilizing it at a time. New small systems that are being called personal
business or personal scientific computers can, in fact, serve from one to four users
simultaneously.

In general, the maxis are more powerful than the minis, which in turn are more

powerful than the micros. These, then, are more powerful than the personal business
computers. There is a lot of overlap; for example, a $15,000 micro can have even
more power than a $20,000 mini.
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So what is the difference between minis, micros and personal business comput
ers?

From the user's standpoint, there is not a big difference. The important point is
whether the computer can perform your work load satisfactorily.
Major computer manufacturers in the United States that create and produce
these type of computers are IBM, Burroughs, Univac, Control Data, Honeywell, and
NCR. Outside of the United States, the major manufacturers include: International

Computers Limited in the United Kingdom; Cii-Honeywell Bull in France; Siemens in
Germany; and Fujitsu and Hitachi in Japan. IBM has become the leader of all these

manufacturers in the research, production, and sales of computer systems of all types.
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SESSION II - OPERATING PROCEDURES

SOFTWARE

Application software deals with the reasons why you are using the computer.
Your main desire is to obtain application software that does the job you want done in

a satisfactory manner and that will run on the specific computer configuration that
meets your needs.

The word processing package is another form of application software. They
are packaged programs designed to run on small business computers. They allow
the user to enter text on the computer (instead of using a typewriter), add text, delete

from it, or make other changes. And, of course, there is a provision for printing out
the final text.

DataBase Management software performs the storing, retrieving, selecting, and

sorting of information. Software packages may be ready-made or custom-written.
Further, general purpose packages may apply to most types of organizations, and

typically, they have to do with accounting or financial functions. It is a complex
program that performs the task of managing information contained in a file. It

provides the users with facilities for adding, amending, deleting data, producing

information reports from more than one file, and making inquires that access more
than one file. It provides a trouble-free means of changing one's mind as to what the
database is to contain.
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Industry has specific software packages. Packaged systems that cover several
major applications have been developed for particular industries. Examples of such
industries using packaged systems today include: construction, retail soft goods
stores, and furniture stores.

One does not buy multiple packages for industry use. Instead one pays for a
single processor license and is are expected to buy a single package for each single

computer. Places that provide these packages or act as locators include: computer

manufacturers, computer stores, remote computing services, telephone yellow pages,
trade associations, trade press, computer field magazines, and software directories.

There are also many operating systems: MS/DOS,the standard operating
system for micro-computers; Apple (DOS)disk operating systems; UCSD p-system

(Pascal, Fortran and BASIC languages); OASIS 8/16 bit users system for the

multiuser environment; MPM multi-user version of CP/M; UNIX multi-user operating
system 16 bit; IBM PCDOS; and MSDOS developed by Microsoft.
A large number of software packages exist on the market and are listed under

the heading of data management. Some of these are powerful managers, while others
are simpler maintenance and report-producing packages.

The most successful package in any category has been Ashton-Tate's dBase.
It is being utilized by thousands of computer users. This program is a complete data
base manager which has, in addition its own program language, a requirement of
256,000 characters of memory. This program allows up to a billion records in each
file, with a single record size up to 9,000 characters.
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The user may work with ten files at once,incorporating its relational features to obtain
information from all ten. Multi-indexing on each one is allowed so each item of

information can be looked up from more than one starting point~for example, surname
as well as customer code. It has the ability to produce name and address labels or
store word processing text with database information. To new users who are not

concerned with comparisons, it simply represents an extremely powerful computer tool
that is easy to use and offers the means of deriving substantial benefit from a personal

computer without having to wait for expensive and time-consuming programs to be
written.

To create and use a database, a decision of what information is to be stored

and, also, the maximum size of each item of information must be made. It may be
represented by:
Make:

10 characters

Model:

8 characters

Type:

8 characters

User:

17 characters

Value:

8 characters

Total Size

52 characters

The program is capable of indexing (looking at records to check for accuracy),

changing or adding new fields, inserting records, updating, using two systems, and
copying and joining with similar units. The database program, further, has its own

built-in word processor that has the ability to add records, change existing information,
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create a menu, do mathematical functions, and design reports and labels.

□

COMPUTER SYSTEM
DEMONSTRATION

USE OF THE MS/DOS DISK
OPERATING SYSTEM AND DATABASE
SOFTWARE

FLOPPY DISK

Materials Needed

1. Floppy disks MS/DOS and
2. Computer (512K)
3. Dot matrix printer
4. Daisy wheel printer
Procedure

1. Turn all equipment on.

2. Inform students to observe all procedures.

3. Input devices are readers or tape.
4. Output devices are the printer or tape.
5.

Load Database software.
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CLASS SCHEDULE
DATABASE CONCEPTS

Database information processing is designed for a one semester, one hour, five
day-class schedule as follows:

PHASE 1

Set-up

Week 1-2

PHASE II

Printing

Week 3

PHASE III

Creating a Report

Weeks 4-8

Steps 1-2

Weeks 4-6

Steps 3-4

Week 7

Steps 5-6

Weeks

PHASE IV

Set-up Address Labels

Weeks

PHASE V

Contents

Week 10

PHASE VI

Sum

Week 11

PHASE VII

View

Week 12

PHASE Vlll

Relate Menu

Week 13

PHASE IX

Access Menu

Week 14

FINAL PHASE

Testing

Weeks 15-18
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DATABASE INFORMATION PROCESSING
DATABASE CONCEPTS

The following operation procedures are designed for use with the Aston-Tate

Database software. The program should be loaded, and each lesson plan followed as
outlined. Several practice sessions may be needed to learn the entire process. It is

suggested that the teacher complete a beginner's course in using Database prior to
entering this type of training.

I. Set-up Phase I

A. File by name as Step 1.
8. Step 2 Open a file.
1. Select Create.

2. Select a Format.
3. Use Drive C.

4. Enter a File Name do not use the same name as above.

5. Select Screen Painter for print process.
0. Step 3 Set-up; Selected file enters fields of that file.

D. Step 4 Modify; Adds a field or changes existing field.

E. Step 5 Options; Creates text file image of the form.
F. Step 6 Exit; Saves or abandons changes made to the form.
G. Step 7 Select a File.
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1.

Select associated file name.

2.

Load fields for desired record.

3.

Mark each field.

4. Press left or right arrow to indicate finished marking field.
H, Step 8 Page procedures for scroll and cursor movement.
Blackboard selection - Press F10.

1. Ins or Ctrl-v~lnsert and/or overwrite.
2. Ctrl-N or PgDn-Scrolls forward 18 lines.

3. Ctrl-C or PgDn-Scrolls forward 18 lines.
4. Ctrl-R or PgUp-Scroils back 18 lines.

5. Gtrl-A or Home- Moves cursor to the beginning of the current word.
6. Ctrl-B or Ctrl right arrow -->-Moves the cursor to the end of the line.

7. Ctrl-F or End -Moves cursor to the beginning of the next word.
8. Ctrl-M or Enter-Moves cursor to the beginning of the next line.

9. Ctrl-Z or Ctrl Left arrow <—Move the cursor to the beginning of the text.
10. Ctrl-G or Del-Deletes character at current cursor position.

11. Backspace-Deletes characters to the left of the current cursor position.
12. Ctrl-T-Deletes character at current cursor position to the beginning of the
next word.

13. Ctrl-Y-Deletes the current line.
14. Ctrl-U-Deletes the field at the current cursor.
15. Ctrl-End-Store file.
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II. Printing Phase II

)

A. Step 1 Retrieve report to be printed.
B. step 2 List entire form for review.

C. Step 3 Construct a field list; check it carefully.
D. Step 4 Mark fields as desired.

E. Step 5 Execute the command to complete Phase II.

III. Creating a Report Phase 111

A. Step 1 Set-up same as Phase I.
1. Select a Database file.
2. Enter the File Name.

3. Y (index) Yes to index file.
B. Step 2 Create.
1. Drive C.

2. File Name; use caution-be certain of WHICH file is wanted.

C. Step 3 Options I will allow margins to be set.
1. Left margin (5).
2. Right margin (5); press right arrow -~>.
D. Step 4 Title-Text to be printed at the top page.
1. Page width-Maximum number of characters per line.

2. Left margin-0 to defined page width.
3. Right margin-0 to page width.
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j
i

4. Group on expression-F10 Key enter file name.
5. Group heading-File name.

6. Group on expression-Group records by index field.

7. Group heading-Label the groups for printing.
8. Summary report-Print only summary information on the number of records
in the group.

9. Page eject-Print each group of records on a separate sheet of paper.
10. Sub-group on expression-Create a sub-group using an index field.

11. Sub-group heading-Label the sub-group to print.
E. Step 5 Body of Report.
1. Enter the Column Menu.

2. Select Contents.

3. Press FIG; Key in last name.
4. Type Name.

5. Press PgDn key.

6. Press Right arrow ™>.

F. Step 6 Locate Menu check for accuracy.
1. First Mark columns.

2. Then press Right arrow -->.
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IV. Set-up Phase iV for Address Labels
A. Step 1 Select Database.
1. Enter a File name.

a. Select Create from Menu.
b. Select Label.

c. Select File Name for new labels.

B. Step 2 Create on menu.
1. Label on menu.
2. Enter a label name.

C. Step 3 Options.

1. Label width=1 to 120 characters per line.
2. Label height=1 to 16 lines.

3. Left margin=0 to 250 characters from left edge.
4. Lines between labels=0 to 16 distance between.

5. Space between labels=0 to 120 horizontal,

distance in spaces.

6. Labels across page=1 to 15 number across line.

V. Contents Phase V (This training phase is a model form)
A. Step 1 Mark lines.
1. Push F10 enter last name.
2. Address.
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3. City.
4. State.

5. Zip code.
6. Exit.

B. Step 2 Retrieve.
1. Label from menu.
2. Label name for labels created.

3. Execute operation completed.

4. Direct to printer document output.

VI. Sum Phase Vi

A. Step 1 Set-up from menu for Specific conditions.
B. Step 2 Retrieve document.
1. Construct a field list.
2. Cost enter if needed.

3. Select Build a search condition from the menu.

4. Name=(equal to) If in doubt check manual.
5. Ctrl. 10 need not be used in all records.
6. Combine with .AND.check the manual for

complete detail, some conditions may not apply.
C. Step 3 Paid used in certain conditions.
D. Step 4 No more conditions; no more selections.
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E. step 5 Execute the command completes the operation.

VII. View Phase VII- Display File Content

A. Step 1 Select File name.
B. Step 2 Set-up.
1. Database file on menu.
2. Select file.

3. Index N Index choice.

0. Step 3 Repeat for all files to be indexed.

VIII. Relate Menu Phase VII- Files May Be Combined

A. Step 1 Select file.
1. Next file~F10 Field list.

a. Select field linking two files.

b. Repeat files component.

IX. Access Menu Phase VIII- Changing Selections
A. Select first file.

1. Deselect all fields you do not want.
2. Repeat select and deselect or all fields.
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SESSION iil-DATA ENTRY PROCEDURES

DATABASE INFORMATION PROCESSING

The following sample reports are submitted as an outline to assist in designing
the input forms. Changes may be included as needed; however, first time users must
adhere to the structure of the design as submitted until a good foundation is obtained.
The Database program must be active to understand the labels in each record. Refer

to the Operating Procedures for creating a report, Steps A-F.
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SAMPLE INFORMATION SHEET

Directions: Enter information for all students. When entry is completed, close each
record.

Field Name

Field ID

Field Size

Date

C

15

School

C

15

Name

C

15

Information

M

15

The completed form should look like this:

Date

07/12/89

School

Bloomington High School

Name

John Jones

Information This student has special medical needs.
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SAMPLE DATABASE RECORD

Directions: Enter each record until all entries are made.

Field Name

Field ID

Field Size

Teacher's Name

0

15

Subject Area

0

10

Student's Name

0

15

Grade/Sex

0

4

Total Students

N

8

Teachers Name

John Smith

Subject Area

Business Math

Student's Name

Sue Jones

Grade/Sex

11/F

Total Students

42
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SAMPLE STUDENT IDENTIFICATION RECORD

Directions: Enter each name as recorded on enrollment form.

Field Name

Field ID

Field Size

Period

N

3

Last Name

0

15

Grade

N

4

Student Number

N

7

Days Absent

N

4

Special Report

Y/N

4

Period

N

3

Last Name, First

Brown, Harold

Grade

11

Student Number

12345

Days Absent

25

Special Report

Yes
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SAMPLE STUDENT ADDRESS RECORD

Directions: Double check accuracy of EACH RECORD.

Field Name

Field ID

Field Size

Last Name

C

15

First Name

C

10

Address

C

15

City, State, Zip

C

20

Zip

C

10

Home Phone

N

12

Emergency Phone

N

8

Last Name

Williams

First Name

Joe

Address

10234 Cedar Ave.

City, State, Zip

Bloomindale, CA 92316

Home Phone

(714)345-6788

Emergency Phone

(714)874-2359
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SAMPLE ENROLLMENT RECORD

Directions: Enter all information carefully.

Field Name

Field ID

Name

C

20

Grade/Period

0

4

Age

N

2

Student Number

N

6

Birthdate

N

6

Current date

N

6

Transfer Grade

0

2

Name

John Jones

Grade/Period

12/2 ,

Age

16

Student Number

123333

Birth Date

June 24, 1973

Current Date

July 23, 1989

Transfer Grade

B

Field Size
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SAMPLE SPECIAL NOTICE TO PARENTS

Directions: Enter all records, quit the data base when work is completed.

Field Name

Field ID

Field Size

Name

0

20

Problems

C

15

Parents/Guardian

0

20

Address

0

20

City, State, Zip

0

15

Home Telephone

N

10

Work Telephone

N

10

Name

Susan Watts

Problems

Poor attendance. Poor attitude

Parent/Guardian

William & Martha Watts

Address

12344 Mare Ln.

City, State, Zip

Mare OH,34533

Home Telephone

(714)345-2323

Work Telephone

(714)340-2139
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SAMPLE VARIABLE CREDIT RECORD

Directions: Each student must be notified BEFORE entering data.

Field Name

Field ID

Field Size

Last Name, First

C

20

Grade

C

3

Credit Loss

N

2

Days Absent

N

3

Days Present

N

3

Date of Notice

C

5

Date Completed

C

5

Last Name, First

Roberts, Robert

Grade

10

Credit Loss

Days Absent

24

Days Present

233

Date of Notice

May 23,1989

Date completed

July 2, 1989

Notes:

Hours completed for Mr Smith
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SESSION IV-EXAMINATIONS

INTRODUCTION EXAMINATION

Directions: Circle the correct answer for each question.

1. Within a Database Record, titles are listed as?
A. Field Name

B.

Field ID

C.

Field Size

D. Field Output
E.

All of the above

2. Describe the characteristics of a basic component of a digital computer
A. Control unit coordinates activities of all other units

B. Processing unit calculations

C. Memory is a storage area for information
D. Input-inputs data & instructions into computer

E. Output-displays results of processing
3. Application software deals with?
A. Control unit

B. Forms and reports
C. Operation procedures
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D. All of the above

4. List the output media
A. Video screen

B. Magnetic disk
C. Printer

D. All of the above

5. List input media

A. Keyboard
B. Magnetic disk
C. Cards

D. All of the above

INTRODUCTION EXAMINATION
ANSWER KEY
1. A
2. D
3. B
4. D

5. D
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COMPUTER SCIENCE EXAMINATION

Directions: Answer each question True (T), or False (F). Circie the correct answer.

T

F

1. A computer is a device which can perform computations.

T

F

2. The operations of a computer system are carried out through the use of
electronic circuits.

T

F

3. Data stored in the input unit is processed by the electronic circuits in the
processor unit.

T

F

4.

T

F

5.

T

F

6.

T

F

7.

T

F

8.

T

F

9.

T

F

10.

COMPUTER SCIENCE EXAMINATION
ANSWER KEY

1. T

2. T

3. T

4. T

5. F

6. F

7. F

8. T

9. F

10. T
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DATABASE INFORMATION PROCESSING EXAMINATION

Directions: Match the questions in Column I with the answer in Column II. Write the
letter for the correct answer on the line in column II.

A.

1. Input information

Records

B. Bytes of Memory

2. Words/Character

C.

A File

3. Software

D.

Database

4. C, N, or M

E.

Diskette

5. Related fields

F.

IBM

6. Group of records

G.

Data

7. Delete a letter

H. Data Entry

8. 512

I.

9. Magnetic device

Field ID

J. Backspace

10. Microcomputer

DATABASE PROCESSING EXAMINATION
ANSWER KEY

A. 5

B.8

C.6

D.3

E. 10

F. 9

G. 2

H. 1

I. 4

J. 7
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PERFORMANCE EXAMINATION

Directions: You will be evaluated as you perform each of the printer operations. The
instructor will observe your procedure and grade you accordingly.

Title: Printer Alignment
Student's Name:

Date:

Printer Number:
Form Title:

Materials: Printer Type

Printer number

I. Safety standards
A. Power off

1

2

3

4

5

B. Door safety

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

3

4

5

II. Loading Printer
A. Tractors
B.

Paper loaded

C. Reset switch
D.

Top of form

E. Run

1

2
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APPENDIX A

Progress Report

STUDENT PROGRESS REPORT

TITLE

START DATE

PHASE I

PHASE II

PHASE III

PHASE IV

PHASE V

PHASE VI

PHASE VII

PHASE VIII

PHASE IX

FINAL PHASE

DATE COMPLETED

COMMENT
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